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Garerul - This Notice iz the cazil for budget sstimetes for fiscal year 19575,
aad for opersting budgeis for fiscal year 1955. The materials required by
this Botice shall Le submitted through sdministrative channels to the Budget
Division, Office of the Cowpiroller, in accordsnce with the following
achedule: ‘

W - In original ond two coples not later than
- 1 Juse 1955,
Office Ea%tes - In origzinal and six copies nob luler than
zl June .

Agency m%‘ tes - In originel and two coples pot labter then
23 August b ‘

Respousibilities

8. Tos Comptroller is resporsible for the compllation end sutmlssion of
the unified Agency operating tudget for fiscal jear 1050 ard the
Agency budget estimute for fiscal yesr 1956.

b. BEeeds of aoffices ere regponsiile for the development and Justification

' of thelr opersting budgets ond office and Agency estimates. Dudget
snslysts of the Office of the Coapiroller shall collabcrate with and
assist the offices in the fulfillment of this respousibility.

Forms - The forms necegsary o meel thae requirememts of tiis Notice may be
obtained from the Budget Division, Office of the Comptroliler.

t t8

8. Genersl - 5ince the budget is prepared st lesst ome yesr in advance,
and submitted to the (ongrese sereral months in advance of the fiseal
yesr for which the funds are tc ve appropriated, it is necessary to
refine the originsl estizates to reflect eany required shifts in
progres emphesis, the current status of office plans, and any changes
in coets which mey have occurred. The budget estimates for fiscal
year 1955 as refined to reflect mny of these chenges within the amount
of funds 1%t is expected the Congress will sppropriate, become the
operating budgeis for fiscal year 1355. Operating Budgets provide
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an orderly and systematic metacd whereby the offices mmy plan detalled
operations for fiscal yeer 1955 rnd submit those plans for approvel
together with the estimated cost of their completiom. Approved
operating bLuldgets became e besie for the issuance of allictments

for fiscal year 1955, and for the preparstion of office end Apgency
estimates for fiscel year 195 £.

. Pre s - Bach offiee will provide for the

- proposed in the 1555 budget, in the light of
current developments, to deterrdne essentislity and detailed costis.
Tmportant shifts in progrem exphasis between the original budget
submission and the preparstion of the operating budget will be
explained by use of sppropriete footnote references, Hequirements
will be estimated co & quarterly basis by organisational wnit
{1. ., on allotment sceount) ard object class broken down by O). -
personal services, aml 00 - &1l other. At ts 1 and 2, Operating
Budget, illustrate the method to be used. Sepsrste Opersting Budgets
w111 be submitted for vouchered end unvouchered funds. The fimal
page of the Operating Budget g16]1 be approved snd signed by the head
of the office comccrned.

5, Orffice Fstimates

a. Geperal - Office E timates are the analysis by offices concerned of

the proposed sctivity nrogrems sosether with estimates of related
budgetary roquirements for fiseal yeer 195% besed upon the spproved
opersting budget for fiscal year 1955. Their purpese is to serve as
the basis upon which the Director vill wake decisions regerding the
expansion, curtsilrert, addition, or ellmination of progres
activitiss. Office estimstes shall include total program requiremerts
n® the office cormersed without nny A4 Prarentlation betwera vovchered
and mrrrouchered furde 1o order to aveld presentation of detall vhieh is8
not egnewtial tn ke dstsrmipetiom of budgetery poliey. GLince the
Final Azency estirates rust b muibmitted on & yvouchered and unvouchared
funds basis, however, heeds of offices should ensure that office
estimates oo developed op that baslis even though the Office
Fatimetes must be submitted ss a combined total.

b. Prepsration of Office Estimmtos

(1) Aggvig Besis - A Mndget activity {5 defined as & vork progran,
Texpriiess of orzpnizationsl or geogrephlc &istrivution of
function. Offlice Estimates will be sutsaitted on sn ectivity
hasis wlyiwiﬁz each actlvity supported by accounting date..

The office should develep the sctivity structure used In
ecollsboraticn with the buiget snelyst ssaigned to the office
by the Budget Division of the Office of the Camptroller. Details

2
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by gbject of expenciture will not be required until Agency
estimetes exe to be preperad.

(2) Pinanelel Beris - The estimmted costs for the budget activities
vill E mimped on the following basis:

Y 19°% - Fet'moted cogte will consict of the recorded
obligations through 3G April plus any unrecorded
obligaticns incurred prior to 30 April and
estimated oblijations for the months of May and
Juna.

FY 1955 - Bstimeted costs will be the ecmbined total of the
enounts fnclnded in the vouchered and wnvouchered
furds opereting wudgets.

FY 1956 - Bstimmted costs will reflect the office reccemendations
for the most reelistic level of operetions to
economlenlly and effectively cerry out prrogram
opermtions in 1%5G.

[N
LAY
Sy

Form erd Content - Ench submission shall be prepared o include
» Dudpet Activity Ctetement (Attachment 3), 2 Progream Stetement
{Attachment '), cnd pny =@3itional moterisl, cuch zs positlon
tnforretion nnd charts widch sey be desirable to adeguately
explain the (ffice Estimute.

{a) The Bulget Setiviiy Tiatement presents a cwminry of the
work progrens of the office concerned. This stotement
<211 reMmct astimaied costa on o three-yeisr Lasls: 1554,

1088 and 1087, Dol cunecrning positions Lo We fllied
e v

L 2 g T ey g wd 4T M,
Juing the Jwar, ol oavercge emplognent, will be showm

gy A

emp iy aften emeornesl os ow botal for all activities.
Since exployment Ls leveling off, thers In no nzcossily

for o separate cobww refieeting the eost to placs on . a M1
yesr basis im 1955, the positions to be filled for a part

of 1955. Sueh incraused costs will be a part of the
explancztion of total changes shown In the Program

Stetement (Attachment 4). A distibution of the

total requisenssnts of the offico concerned will be

ghown gt the hotson (or leat naze) of the Activity Siabesont
to reflect the portiors of the totel requirements assigned to
departmental, United States field, and cverseas ficld.

3
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;nfmthe aritten ﬁtatemx:t mpued vi.th regard to
each hdget aetivity for the budget year. It shell
include p deseription of the objective of the setivity,
and a brisf explamatiorn of the ressons for any contemplatecd
changes. Abhreviations and cryptonyms normmily sheuld not
be used in the Progran Statements.
Bﬂ&&z %k“—)ﬂ- hL ; - plouga desalled dats is not
ramriwa. in e s:&f»ﬂa oif Office Sstimates, it will be
necessary for esch ofilce o develop detailed data by object
clags in oprder to detenaime acgivity costes. These dats will be
reguired for inclusion in the submlission of Agency ¥stimates.

B. Agency dstimites

T

Geueral -~ After {he Director peviews the CFfice Estimates and makes the
mmm determi.etions, sach office will prepare the &etailed dat:
necessery to support and justily the activity progrems included in the
Office Betimetesr. Thic duim will e used to support the budget the
Sgency will preseat to the buresu of the Budget and Congrems.

Preparation of Acency Iptimeies

{1) Agency Bstimetes saell wwielo toe following types of materisl set

forth ip sections, umd i the ooder givent
{a; Ofiice Baciground

{12 Orgaiizaticesl Charc (See Attachment 5 for example.)
\2; luncuiomsl Siecewent

(b, canase, swdgel Proscutaiiou
1) Summnry Activity Statement (see Attachment o)
2} Jtetemewt of icvompiistments end cbjectives (see
Attuckseul 7) ‘
(3) Cbject Class Sumsery (s=e Attachment 3)

{e) Vouchered budget Peesentavion

1) Vouchered Activity Suvatement (see Attachasent )
2) Laplanation of ianges (see Atiachment 4) .
(;f Objuct Cimss Spreadsheeis {see Attuchment 10) Por:

Figcal lear 1554
Figcal Yesr 1054
Figcal Year 105C

4
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(4) Detail of Persanal Services (see Attachments 11
and 12)
(5) HNonpersonal Services Statements (see Attaciment 13)

(@) Unvouchered Budget Presentation

Unvouchered RBudget Presentation shall include the same
items ag are included in the Vouchered Budget Presentation.

With reference to the foregoing outline, the section dealing with
office background shall include the organizational chert of the
office concerrad together with brief functional descripiions
covering the activity or ectivities of esch orgenizationsl unit
under the jurisdiction of the office concerned.

Seetion (b) of the foregolng outline regarding the Summary Bufget
Presentation shall be used to enhance the "total budget” approsch
to the Agency budpet presertation for fiscal yeer 1950, The
Sumsery Activity Statement (Attechment 6) and the Statement of
Accomplishmenrts and Objectives covering beth vouchered and
unvouchered funds shall be used ir the accozplisiment of the
"total budget  approach. The various aspects of each activity
being conducted or projected must be concisely but adequately
explaine@. Each statemernt should include information regarding
the necesaity, methods to Le used, volume, economic and political
benefits or results, amd eomparative workloed and unit cost data.
Projected changes from tle current level regerding levels of

activity, emphasis, or cosi should be woven into the justification

statement. Maps, charts, graphs, and workload tsbles should be
used where they will contridute to the presentation of the budget
docyment. 'The statement should be presented under the following
headings:

(a) General inmtroduction, if desirable
(v) Major aceomplishments and significant developments, by
activity, during 1354

(c) Objectives for fiscal year 1555 and stetus of the current

program by asctivity
{d) Program outlook, by sctivity, for fiscal year 1956,

A summary statement of object class data (Attachment 8) will be
prepared for esach component showing & three-ysar comparison of
the totel requirements (vouchered and unvouchered funds) for
eagh object of expenditurass,

>
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{4} Even though the "total budget’ epproaci is beling expbasized,
detelled inforration regarding vouchered and wuvouchered fuuds
i reguised £oo tue vBUADWS Lucgot subaissions eed reviews., The
vouchered budget rresentation indicated in Section (¢} of the
Foregolug outlline sk L, peasist of tee following:

(=) An ectiviiy stotemepl ellecling the vouchered funds portlen
of the swumery setivity siaement (Atteciument Gy.

(6) 5 detellcd cxplanation {Avtuchment 3) of chenges in activity
costs bosseon Tiscal yows WU and 19sv. Al dLoreaEes ghould
me axploioed vuder e acadiige “objective,” "Plan of Wwork,"
apd "Finoneiel Reguirements.” The reasons for all decresses
should alasc be glven.

(c) coject Clmss sorealdwais Low fiseel yewrs 1554, 1355, and
1956 (Attachment 1C). These sheels will be by ellotment
gcoount cross refgred.el W U avudvie covered. The sccounts
wiil e sooused cuoa JETOR « P U A L

(@) Detsll o pereconl sdvices (suiocissent 31 aud 10). The
. gubmiselon will Le mae 08 shown in Attechment 1l. The
ingtructions regardiagz the preperation of this section eppesr
in Attachmenc 12.

(o) Regperecopl caviees (abbeclmeit 15). Seperate siatesents
©ill ve prepaved Fuw vach Juject Of smpaud.vurg. These state-
ports should reflect worklosd requirezents and orgaslzational
hpeakdown of he caugponent concerned deemed necessary to sde-
quately Jusodfy de Ltam.

(v} Detalled informeilon reguliig Lac wvouchared budges will be pre-
pared sad sunmitted jn the ssme wanmer ¢ for the vouchered buadget.

7. Peview Progess - The Sugptroiler will arvedsge aud conduct nearings regarding
the Office Es% ixetes to Actermine Ghe valldivy of the estimules and O
egtablish & bese upon which Tirsl yerice Allowances can te made. Hasds of
offices or their desizees will be given the opportunity at these hearings
to explain their progrom plens for 1055 and 1956, A echedule of hearings
will te establizhed by the Fudrat ainton of the Office of the Compiroller
and furnished to eech office COREE T A .

&, clessification Accoréilng to Opjects  (soe hotles do. - 25X1A

Classiflcstion accoréing o oblecls covels the pature of the cervices or
materisls utilized rether them the Hurpose or the mmgetery sctivity fox
vhich ipcurred. The definitions of object classifiesticns ges forth below
are prescribed for submitiing sctimates Lo the Bureau of the Ludget. This
Fotice sssigns responsibllity to specific offices for the preparstion of the
detslled cbiect costs JTor prpeses »f the budret submission.
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(1 PERSUOMAL SERVICES - This class includes compensation for services of
individusls ineluding terminal leeve sayments, cost of living and guarters
allovances, and other cash emcluments inclident to personsl services.

(1) Starf employees, staff aents, consultants, indigenous employees,
. and wage board employees come under this category.

(2) HReimbursable military services ure to bve included as o separate
ites under (1.

{3) Contract sgents are to be ineluded under C7, Other Contrectual
Services,

G2 TRAVEL -~ fravel reguirenents shel! inelude transportation of persous,
their per dlem or subsistence while thay are in an authorized travel
status, and other expernse incldent to travel which are to be paid by

the Agency, either directly or by relmbursement, to the traveler.

{1} Travel requirements shall be besed on numbers of trips to be
serformed to specific aress, computed at rates provided by the
"Sehedule of Estimated Rates” (Attechment 1L) end supported by
Justifications as to purpuse and need for the anticipated travel.

(2) o©Offices requirin: services of consultants shall include their
travel requirements in the office submission.

(3) where travel to or from fielé - Ifices is imcluded, estimetes shall
ve submitted in the following manner:

{a) Travel from Weshingston tc a field office on official business
and return shall be ineluded in the Weshington office submissaion,

{v) Field offices shall include in their budget presentation all
travel coBts to be incurred as a result of transfer from
Washington to & fleld office on permanent change of statlion;
trensfer frow a field office to Washington on & permanent
chenge of station; travel from & fisald office to Washington on
offieisl business and return; and travel from an gversaas
stetion to the Imited States for home leave or rotation
parposes. ostimstes for employees to be trensferred frou one
fleld office to mnother on permanent change of station will be
submitted by the office Lo whieh the employee is transferred.

(4) 7he attached "Schedule of Estimated Rates" (Attachment 14) provides
travel costs includiny per dias and other inecidentsl expenses baged
on average Agency eiperlence.

F

£
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TRANSPORTATION OF THINGS - Estisstes for the transportation of things
shell include those charges which are paild directly by the Government and
not by the vendor, including charges for the eare of such things while in
the process of being transferred. (Attachment 15)

(1) Estimates of transportation costs for stock supplies, materials,
aquipment, household goods and personal effects of employees will
be submitted by the office affected in coordination with the
Iogistics Office.

(2) Estimates for tramsportation of stock materials or equipment from
point of origin to a warehouse will be submitted by the loglsties
Office.

{3) Transportation estimates incident to permsnent change of station
should be subuitted on the same basis as travel charges deseribed
in paragraph (3) under TRAVBL - O2.

Ob COMMUNICATION SERVICES - Estimstes shall imelude costs of transmission
of messeges, sSuch as to for land telegreph, marine cable, radio,
vireless telegraph, telephone services, and postage. They shall azlso

irclude switchboard eharges, service charges, and telephone installation
costs.

{1) Estimates for all charges in cosnection with telephone service in
Washington will be prepared by the Logistics Office.

(2) Estimates for telephome service in field installations will be
prepared jointly by the office concerned and the Logistics Office,
and shall be submitted in the budget estimates of the former.

(3) Estimates for outgoing telegrams and cebles from the Washington
aret vill be prepared and submitted by the Office of Communicetions
in coordination with the operating offices. Estimates for any
tealegren and cable coets to be incurred in the field will be
jrepared and submitted by the office concerned.

(k) Estimates for specisl services such as teletype, facsihile,
talecrypton, telemeter, dirsct wire, or tie-line sarvice shall be
prepared and Justified by the office requiring such aservice.

LS - Estimates shall include charges for rentsl
0 Toctures, . quipment and charges for utility services, such as
beat, light, mter, aas, ‘and other similar services, exclusive of transporta.
tion and comunication servieces.

8
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(1) ZRequirements for rental of structures, land, snd utilities in the
Yashington area will be presered Jjointly by the office concerned
and the lLogistics Office, and shell be included in the bhudget
submission of the latter.

{2) Estimates for field offices shall be presented in the submission of
the requesting office in ecpsultation with the Logisties Office.

{3} Estimsates for rental of speclal equipment on & contract basis will
be fully justified and submitted Ly the office concermed, The
Justiffication will inelude & description of the equipment, the
rentel cost per pericd, end the total eetimates cost for badget year.

06 PRIKTING AHD REPRODUCTION - "his class includes printing and reproduction
and the related composition and binding cperations performed by the
Government Priotin: Offige and otner agencies and commercial printers on a
contractual bhssis.

(1) Estimetes for printing and reproduction of all stapdard Goverumen
forme and Agency forms procured for stock purposes will ve submitied
by the Logistics Office.

(2) Speecisl requirements for printing and reproduction which cannot ve
raprofduced by CIA feeilities, such as printed forms other than those
mentioned in (1) above, m&ps, specisl printing work, bindinz of nooks
end papers, end other eimilar items, shall be set forth in detall by
the office concerned, imdiecating need, type of publication or material,
estimated number of items or coples, and the unit and total coat of
each job. 8uch estimates should be coordimated with the Logistics
Offiee.

07 OTHER CONTRACTUAL SERVICES - This class includes all contractual
services othervise not elassified.

(1) Eetimates for repair, alteration snd meintenance of structures and
other fixed property in the Washington area snd the repair and
maintenance of standard office equipment will be submitted by the
Logistics Office.

{2} Regquirements for reimbursement to the Genersl Services Administration
for intra-fAgency moves wili be submitted by the Logistics Office,

(3) Estimates for repasirs, alteration and maipntenance of facilities
outside the departmentel area will be submitted by the office
coneerned in consultation with the Logistics Office.

(4) Estimates for the repair and maintenance of nonstanderd Ageney office
equiment shall Le submitted by the office requiring such services.

{5) Estimates for sdditional protection service furnished Ly the
General Services Administrationp in the Washingbton area will be
submitted by the Sscurity Office. EBstimates for special protective
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services required in the fileld will be submitted by the office

concerned.

(6) FERegquirements for research, development work, or other specisl
services performed ty other agencies or outside concerns shall
be submitted and justified by the office concerned.

08 BUPPLIES AND MATERIALS - This class includes all commodities which
are ordiparily consumed or expended within one year after they are put
into use, which are converted in the process of comstruction or
manufacture, or which are uged to form & minor part of equipment or fixed
property.

(1) The Logistics Offiee will submit estimstes for common adémipistrative
supplies and materialg used in the departmental area,

{2) The using office will euumit estimotes for:

{a) Comson administrative supplies end materials used ocutsice the
departmental srea.

{(b) Operational and special administrative supplies and meterials
naedad for specific operations.

Trese estimates and Juatifications will be developed in coordination
with the Logistics Gffice. '

(3) 2xeept as otherwise required for operatiocnal reascns, estimetes for
nevspapers, mezezines and related publications willl be prepared by
the Office of Collection and Dissemination in coordination with
uwaing offices.

09 EQUIPMENT - This class includes persopal property of & more or less
uratle nature, l.e., which may be expected to have & period of service of
& year or more after put into use without materiml impairment to its
physieal condition.

(1) The logistics Office will submit estimetes for common administrative
equipuent used in tha departmental area,

{2) The using office will submit estimates for:

{2) Common administrative equipment used outside the deparimental
ares.

{(v) Operationel and specisl admpinistrative equipment needed for
specific operations.

10
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hepe estimates and justifications will be developed in coordimaticn
with the Logilstics Office.

{(3) The Loglsties Office will buiget for the purchase or replacesent
of wmotor vehicles requived in the departmental area. Individual
offices will budget for needs other than for the departwental ares.

{4) Except as othervise required for operstional remsons, estimates for
books will be prepared by the Office of Collection and Dissemination
with the sssistance of using offices.

10 LANDS AND BTRUCTURES ~ This class includes land end interest in land.
buildings, and other structures, additions to bulldings, nonstructural
improvements, and fixed equipment {whether an addition or a replacement)
when agquired under contract. Estimates will be prepared aad submitted
by the offige concerned in coordimation with the Loglstics Office.

13 HEFURDS, AWARDS AND INDEMMITIES - This class includes refunds of funds
received by the Agency; awards by courts of law, boards, or commissions;
indemnities for destructlon or injury of peraons or property; rewurds;
vounties; and cash avards for employee suggestions snd effielency.

(1) sSince there is = limitatlon cn the total emount of employee
suggestion avards thet may be made by the Agency and the control
over the awards is vested i3 tle Office of Personnel, that Office
will meke the estimate for tlis purpose.

15 TAXES AND ABSESSMENTS - This c¢lass includes amounts of taxes end
special ausessments such &3 Sceial Security taxes.

FOR THE DIRECTOR OF CERTRAL IKTLLLIGENCE:

L. K., WHITE
Acting Deputy Director
(Administration)
DISTRIBUTION: AR

Attachments
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